State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst 0606-5157-XXX 50000669 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS / Training Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Russell Kiriu Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
JCM 03/24/2009
P eg_c;j%rg of Activity
POSITION SUMMARY:
Under the direction of the Staff Services Manager Il, the incumbent is responsible for a portion of
the approximately 200 class sessions of 150 courses conducted each year in addition to his/her
specific assigned programs and projects within the Training Office. In accordance with the
Department's Training Needs Assessment, Plan, and Schedule, the incumbent:
- Conducts needs assessments for, plans, and designs training classes.
- Prepares training lesson plans and program materials including workbooks, handouts, flip charts,
transparencies, slides, computerized presentations, videotapes, CDs, and other visual aids for
training classes.
- Schedules; arranges facilities for; coordinates line-program, expert trainers for; and conducts
training classes for Department employees.
- Evaluates the effectiveness of training classes in meeting Department needs, goals, and
objectives.
ESSENTIAL FUNCTIONS:
This position requires that the incumbent work cooperatively with others; maintain regular,
consistent, predictable attendance; exercise good judgement; and communicate effectively both
orally and in writing. The incumbent also must be flexible and be able to produce outcomes on
concurrent multiple assignments and assist his/her Training Office technical support staff partner
in that individual's absence and as needed. The incumbent must be proficient in using SAP
Training Event Processing and Management modules.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATURE DATE
>
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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The specific essential duties are:
55% Environmental, Engineering and Technical Training

Works with the Training Office Chief to coordinate, schedule and support the Department's
Environmental, Engineering and Technical training. Using computer skills, including word
processing, spreadsheets, databases, and SAP class registration software, provides statistical
reports to management regarding Program status as needed. May be required to present oral
reports to Deputy Directors, Division/District/Office Chiefs, the Department's Governance Board,
Administrative Officers, and Training Coordinators.

Co-Training, and Technical Support

Co-trains, coordinates, and provides technical support for 30 class sessions each calendar year
including but not limited to the classes on the listed Training, Co-Training, and Technical Support
Class.

15% Training, Co-Training, and Technical Support - Upward Mobility/Career Related Programs

Monitors the Department's Upward Mobility/Career Related Training Program. Serves as a liaison
with the Department's line and staff organizations to identify Department employee development
training needs and objectives, and to develop and provide training to meet those needs and
objectives. Using computer skills, including word processing, spreadsheets, databases, and SAP
class registration software, provides statistical reports to management regarding program status
as needed. May be required to present oral reports to Deputy Directors, Division/District/Office
Chiefs, Governance, Administrative Officers, and Training Coordinators. Annually designs, plans,
coordinates, schedules, and/or conducts at least 30 class sessions each calendar year including:

- Career Planning Workshop
- Group Career Counseling
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15% Training Center Liaison/Equipment Coordinator
Plans office, DWR Training Center, and other training room space and telephone services. Ensures
daily operation of the DWR Training Center including arrange electrical, air conditioning, and repair
services. Performs security checks at least weekly on the last day of scheduled training.
Stocks the DWR Training Center and Training Office with operable equipment and supplies at all
times in order to provide training department-wide. Monitors cards used by staff including
Department of General Services’ cards, telephone calling cards, and Resources Building entry
cards, not including State issued credit cards.
Monitors non-IT equipment usage and maintenance, including equipment at both the Training
Office in the Resources Building, 13th and R Training Center, and JOC Training Room. Works with
the Training Office Associate Information Systems Analyst to inventory and track all IT equipment
at the above locations.
5% Department Training Field Representative to Other State Departments and Vendors

Represents the Department as a field representative regarding training and development programs
offered by other State departments and private/non-State training vendors. Prepares binder
material for all programs, orders, pick up, and delivers all program materials. Interviews and
consults with departmental, other State departments; and private/non-State vendor officials and
employees to give and secure information. Researches, gathers, and analyzes information
regarding current classes offered by other State departments and private/non-State vendors. For
the Department's over 70 Training Coordinator, is authorized DWR signature authority fo the
Training Office Chief to register, both electronically and manually, employees in the following other
State department classes:

- Department of Finance (DOF)

- Department of General Services (DGS), including Defensive Driver's Training
- Department of Personnel Administration (DPA)

- State Personnel Board (SPB)

- Department of Technology Services (DTS)

- Public Employees' Retirement System (PERS)

- CPS Human Resources Services (CPS)
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Subsequent to attendance, approves invoices for the Department and redistributes charges to
users after researching, analyzing, and evaluating costs. Upon request, represents the Training
Office Chief at quarterly State Departmental Training Officer meetings.
5% Staff Work and Meetings
Performs completed staff work on a variety of projects and programs as required. This requires
researching, gathering, and analyzing information and writing correspondence, reports, and issue
papers. Meets with and provides reports to the Training Office Chief, Governance, Training
Committee, Training Coordinators, and other teams as necessary regarding program, class, and
project status and training policies and procedures; participates in Training Office and other team
planning sessions including semi-annual Training Coordinators' Workshop, quarterly clean-up at
the Training Center, annual cleanup of the Training Office, and staff meetings.
5% Other Responsibilities

As needed, may be called upon to plan, design, develop, prepare training lesson plans and
program materials for, schedule, coordinate, and conduct training in the following areas as needed:

- Administrative

- Communications

- Emergency Preparedness

- Environmental

- Health and Safety

- Information Technology
- SAP System Training

- Leadership and Supervision

- Technical and Engineering
- Mobile Equipment Training
- Operations and Maintenance Program (Crafts)

Coordinates the Training Office's Videotape Library. Makes and follows up on loans to employees.
Revises the Library as needed. Serves as liaison to the Training Committee's Videotape
Subcommittee and provides the subcommittee with the Training Office's revised Videotape List as
needed. Also assists the Subcommittee in ensuring that the Videotape Inventory on the Training
Office's Homepage is up to date.

Regarding Upward Mobility/Career Related program in accordance with the Department of
Personnel Administration's and other mandates, rules and regulations, annually revises the
Department's Training Goals and Objectives, revises the training

policies (Department Administrative Manual, Enterprise Process Guides), and training as needed.
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SPECIAL REQUIREMENTS

The incumbent must have the ability to move a minimum of 25 pounds of training materials and
transport them to the location of training including to and from the Sacramento Training Center,
the Sacramento Training Office, and any field office statewide. The incumbent must move furniture
and equipment in the training room for classes. The incumbent must conduct and/or coordinate a
minimum of 30 class sessions (co-training will be credited by the number of hours of in-classroom
training personally conducted) each calendar year including class audits and technical support.
The incumbent must also be able to travel as necessary from one to ten times each year for one to
seven days per trip to conduct classes. Work and class hours must accommodate Headquarter's
and field hours plus class set-up and take-down and will occasionally necessitate some overtime
with prior approval. Daily, the incumbent must use word processing, spreadsheets, database,
presentation, class registration, Local Area Network, World Wide Web, e-mail, and other personal
computer skills to meet this position's responsibilities.
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	responsibilites: Off
	classification: Staff Services Analyst
	appointee: Vacant
	dwr position number: 0606-5157-XXX
	sap personnel no: 
	sap position number: 50000669
	division: DMS / Training Office
	mcr: I
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	IMMEDIATE SUPERVISOR: Russell Kiriu
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: JCM
	personnel date: 03/24/2009
	PERCENT OF TIME: 
	activity: POSITION SUMMARY:

Under the direction of the Staff Services Manager II, the incumbent is responsible for a portion of the approximately 200 class sessions of 150 courses conducted each year in addition to his/her specific assigned programs and projects within the Training Office.  In accordance with the Department's Training Needs Assessment, Plan, and Schedule, the incumbent:

- Conducts needs assessments for, plans, and designs training classes.
- Prepares training lesson plans and program materials including workbooks, handouts, flip charts, transparencies, slides, computerized presentations, videotapes, CDs, and other visual aids for training classes.
- Schedules; arranges facilities for; coordinates line-program, expert trainers for; and conducts training classes for Department employees.
- Evaluates the effectiveness of training classes in meeting Department needs, goals, and objectives.

ESSENTIAL FUNCTIONS:

This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; exercise good judgement; and communicate effectively both orally and in writing.  The incumbent also must be flexible and be able to produce outcomes on concurrent multiple assignments and assist his/her Training Office technical support staff partner in that individual's absence and as needed.  The incumbent must be proficient in using SAP Training Event Processing and Management modules.
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	employee name: 
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	activity2: The specific essential duties are:

Environmental, Engineering and Technical Training

Works with the Training Office Chief to coordinate, schedule and support the Department's Environmental, Engineering and Technical training.  Using computer skills, including word processing, spreadsheets, databases, and SAP class registration software, provides statistical reports to management regarding Program status as needed.  May be required to present oral reports to Deputy Directors, Division/District/Office Chiefs, the Department's Governance Board, Administrative Officers, and Training Coordinators.

Co-Training, and Technical Support

Co-trains, coordinates, and provides technical support for 30 class sessions each calendar year including but not limited to the classes on the listed Training, Co-Training, and Technical Support Class.

Training, Co-Training, and Technical Support - Upward Mobility/Career Related Programs

Monitors the Department's Upward Mobility/Career Related Training Program.  Serves as a liaison with the Department's line and staff organizations to identify Department employee development training needs and objectives, and to develop and provide training to meet those needs and objectives.  Using computer skills, including word processing, spreadsheets, databases, and SAP class registration software, provides statistical reports to management regarding program status as needed.  May be required to present oral reports to Deputy Directors, Division/District/Office Chiefs, Governance, Administrative Officers, and Training Coordinators.  Annually designs, plans, coordinates, schedules, and/or conducts at least 30 class sessions each calendar year including:

- Career Planning Workshop
- Group Career Counseling
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	activity3: Training Center Liaison/Equipment Coordinator

Plans office, DWR Training Center, and other training room space and telephone services.  Ensures daily operation of the DWR Training Center including arrange electrical, air conditioning, and repair services.  Performs security checks at least weekly on the last day of scheduled training. 
Stocks the DWR Training Center and Training Office with operable equipment and supplies at all times in order to provide training department-wide.  Monitors cards used by staff including Department of General Services’ cards, telephone calling cards, and Resources Building entry cards, not including State issued credit cards.

Monitors non-IT equipment usage and maintenance, including equipment at both the Training Office in the Resources Building, 13th and R Training Center, and JOC Training Room.  Works with the Training Office Associate Information Systems Analyst to inventory and track all IT equipment at the above locations.

Department Training Field Representative to Other State Departments and Vendors

Represents the Department as a field representative regarding training and development programs offered by other State departments and private/non-State training vendors.  Prepares binder material for all programs, orders, pick up, and delivers all program materials.  Interviews and consults with departmental, other State departments; and private/non-State vendor officials and employees to give and secure information.  Researches, gathers, and analyzes information regarding current classes offered by other State departments and private/non-State vendors.  For the Department's over 70 Training Coordinator, is authorized DWR signature authority fo the Training Office Chief to register, both electronically and manually, employees in the following other State department classes:

- Department of Finance (DOF)
- Department of General Services (DGS), including Defensive Driver's Training
- Department of Personnel Administration (DPA) 
- State Personnel Board (SPB)
- Department of Technology Services (DTS)
- Public Employees' Retirement System (PERS)
- CPS Human Resources Services (CPS)
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	Text2: Subsequent to attendance, approves invoices for the Department and redistributes charges to 
users after researching, analyzing, and evaluating costs.  Upon request, represents the Training Office Chief at quarterly State Departmental Training Officer meetings.

Staff Work and Meetings

Performs completed staff work on a variety of projects and programs as required.  This requires researching, gathering, and analyzing information and writing correspondence, reports, and issue papers.  Meets with and provides reports to the Training Office Chief, Governance, Training Committee, Training Coordinators, and other teams as necessary regarding program, class, and project status and training policies and procedures; participates in Training Office and other team planning sessions including semi-annual Training Coordinators' Workshop, quarterly clean-up at the Training Center, annual cleanup of the Training Office, and staff meetings.

Other Responsibilities

As needed, may be called upon to plan, design, develop, prepare training lesson plans and program materials for, schedule, coordinate, and conduct training in the following areas as needed:

- Administrative
- Communications
- Emergency Preparedness
- Environmental
- Health and Safety
- Information Technology
     - SAP System Training
- Leadership and Supervision
- Technical and Engineering
     - Mobile Equipment Training
     - Operations and Maintenance Program (Crafts)

Coordinates the Training Office's Videotape Library.  Makes and follows up on loans to employees.  Revises the Library as needed.  Serves as liaison to the Training Committee's Videotape Subcommittee and provides the subcommittee with the Training Office's revised Videotape List as needed.  Also assists the Subcommittee in ensuring that the Videotape Inventory on the Training Office's Homepage is up to date.

Regarding Upward Mobility/Career Related program in accordance with the Department of Personnel Administration's and other mandates, rules and regulations, annually revises the Department's Training Goals and Objectives, revises the training 
policies (Department Administrative Manual, Enterprise Process Guides), and training as needed.

	Text17: 
	Text18: SPECIAL REQUIREMENTS

The incumbent must have the ability to move a minimum of 25 pounds of training materials and transport them to the location of training including to and from the Sacramento Training Center, the Sacramento Training Office, and any field office statewide.  The incumbent must move furniture and equipment in the training room for classes.  The incumbent must conduct and/or coordinate a minimum of 30 class sessions (co-training will be credited by the number of hours of in-classroom training personally conducted) each calendar year including class audits and technical support.  The incumbent must also be able to travel as necessary from one to ten times each year for one to seven  days per trip to conduct classes.  Work and class hours must accommodate Headquarter's and field hours plus class set-up and take-down and will occasionally necessitate some overtime with prior approval.  Daily, the incumbent must use word processing, spreadsheets, database, presentation, class registration, Local Area Network, World Wide Web, e-mail, and other personal computer skills to meet this position's responsibilities.





